
Didja Know?

• Did you ever want to know what’s the 

status of your travel Authorization/Order?

• Well, help is here.

• Follow these instructions and you can 

solve the “mystery”.



Log on to DTS.  Click on 

Official Travel then 

Authorizations/Orders



Locate the trip you are checking 

on.  Click “view”



If you get this screen –

Do NOT uncheck the block



Click on “Digital Signature”



If this box is blank the 

Authorization is approved.  

You need to PRINT it.

If YOUR name is there, that

means you never actually

SIGNED it.  It is waiting on YOU!

If there is a someone else’s name

here, it is awaiting for that person to

Review or Approve.



Ta-Da!

And now you know

the exact status of your

Authorization/Order

It’s 10:00 pm.  Do you know where YOUR order is?


